Application Packet:

1. Attachment A: Signed and
dated EMCBC Career and
Leadership Development
Program Application Checklist;
2. Attachment B: PDF copy of
the candidate’s current resume
created in USAJOBS format to
include applicable training;

3. Attachment C: Response to
the essay question(s) identified
in the announcement for the
respective Career and
Leadership Development
Program; and

4, Attachment D: Most recent
and, if available, previous year’s
performance evaluation. If the
previous year is not available,
there must be a statement
under this attachment
explaining its absence
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Employee completes
application packet,
obtains AD or
designee’s
signature, and
submits to
leadership@emcbc.
doe.gov by the
announced due date
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Eligibility Requirements:
1. One year with DOE in a
career, career-conditional, or
non-time limited excepted
service position;
2. Current performance rating
of ME, w/ no element below
ME; and
3. Candidates cannot be
currently serving under a
Performance Assistance Plan
(PAP), Performance
Improvement Plan (PIP), or
have received a disciplinary or
adverse action within the last
two years from the date of the
announcement. Note:
Disciplinary or adverse actions
that have been expunged from
the employee’s official record
will not disqualify an employee
from competing. If a candidate
has any questions regarding
eligibility, they should seek
guidance from the EMCBC

Training Officer.
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EMCBC Training Officer
reviews application
packet to ensure
employee is eligible to
compete and that all
requested items are
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Candidate Selection Process Flowchart

EMCBC Training
Officer notifies
employee and his/
her supervisor of
ineligibility or
insufficiency and
returns application
packet to employee

EMCBC Training Officer notifies
EMCBC Director’s Office, applicant(s)
and their supervisor(s) of selection

with registration requirements to
attend training
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Chair notifies EMCBC Training Officer
and forwards completed Review
Panel Comment and Ranking Sheets
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decision(s) and assists selectee(s) |

Roster of Applicants: A
roster of applicants and
selectees will be
maintained by the EMCBC
Training Officer in the event
that a selectee is not able
to attend a program for
which selected or if
additional seats become
available during the fiscal
year

and Applicant Recommendation and
Selection Sheet to the EMCBC
Training Officer for disposition
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discriminated against
for any non merit-
based reasons?
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Chair and OCRD
develop necessary
corrective action(s)

to address instances
of non merit-based
discrimination

Chair discusses with OCRD to ensure all
candidates have been considered without
discrimination for any non merit-based
reason and completes the EMCBC Career
and Leadership Development Program
Applicant Recommendation and Selection
Sheet

individually review
application packets

Review Panel
discusses merits of
the candidates;
OCRD
Representative
monitors and
observes dicussion
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Chair makes selection based on
recommendations of Review
Panel and needs of the EMCBC

T

Review Panel develops rank
order of candidates and
submits the EMCBC Career and

- Leadership Development

Program Applicant
Recommendation and Selection
Sheet to the Review Panel Chair

for his/her consideration




